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Key points to remember on exam day 

• Cancel any alarms on your phone or watch, turn them off and put 

in your bag 

• Make sure your pockets are empty; put any notes or timetables 

etc in your bag 

• Be prepared – bring any stationery you will need (including 

calculators) 

• Have something to eat and go to the toilet before your exam  

• You can bring a drink into the exam room but it must be water 

and in a clear bottle without any labels or writing 

• Get to the exam room 10 minutes before the start of the exam 

• Listen to the invigilator’s instructions 

• Do not attempt to communicate with or distract any other 

students at any time in the exam room 

• Do not copy anyone else’s work or allow anyone to copy your 

work 

• If you have a question, ask an invigilator 

• Make sure you write your details on the front of the exam paper 
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Introduction 

Clarendon Academy is committed to ensuring that students are fully briefed on the exam and 
assessment process in place in the centre and are made aware of the required JCQ/awarding body 
instructions and information for Students.  

 

JCQ are the Joint Council for Qualifications. They represent the awarding bodies and set rules for 
exams which must be followed. Their main exams policies are: 

 

Instructions for Conducting Examinations 

Access Arrangements and Reasonable Adjustments 

General Regulations for Approved Centres 

 

The exam boards Clarendon Academy use are: 

● AQA 
● Pearson 
● OCR 
● Eduqas 

 

Key contacts: 

Mr Turze (Head of School with responsibility for exams): cxt@clarendonacademy.com 

Mr Nolan (SENCO with responsibility for exams access arrangements): trn@clarendonacademy.com  

Mrs Graham (Exams Officer): kxg@clarendonacademy.com / exams@clarendonacademy.com 

 

Purpose of this handbook 

The purpose of this handbook is to:  

• To support/complement student briefings/assemblies 
• To inform students about malpractice in examinations/assessments 

• To inform students about the use of their personal data and copyright 
• To ensure students are provided with all relevant information about their exams and 

assessments in advance of any exams/assessments being taken 
• To ensure copies of relevant JCQ information for students documents and exam room posters 

are provided in advance of any exams/assessments being taken 
• To answer questions students may have etc. 
• To inform students of/signpost students (and where relevant parents/carers) to any exams-

related policies/procedures that they need to be made aware of 

 

Malpractice 

Taking exams can be a pressured and stressful time, with a lot riding on your results. However, in 
order for exams to be fair for all and for results to be trusted, there are rules that apply to you and 
everyone taking exams and assessments. This doesn’t just mean cheating during the exam – there 
are also rules that apply before you take an exam or assessment, and afterwards. If you break those 
rules, this is known by exam boards as ‘malpractice’. We have to investigate and report to the 
relevant exam boards. 

You need to know that the following would be malpractice:  

https://www.jcq.org.uk/wp-content/uploads/2022/08/ICE_22-23_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/AA_regs_22-23_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/Gen_regs_approved_centres_22-23_FINAL-1.pdf
mailto:cxt@clarendonacademy.com
mailto:trn@clarendonacademy.com
mailto:kxg@clarendonacademy.com
mailto:exams@clarendonacademy.com
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• bringing unauthorised items into the examination room (e.g. notes, watches, mobile phones 
or other internet / communicable devices) 

• a breach of the instructions or advice of an invigilator, supervisor, or the awarding body in 
relation to the examination or assessment rules and regulations 

• copying another student’s work  
• allowing work to be copied – e.g. posting written work on social networking sites prior to an 

examination/assessment  
• collusion: allowing others to help produce your work or helping others with theirs;  

• theft or the deliberate destruction of another candidate’s work; 
• disruptive behaviour in the examination room or during an assessment session (including the 

use of offensive language) 
• asking others about what questions your exam will include (even if no one tells you);  
• having or sharing details about exam questions before the exam - whether you think these 

are real or fake  
• not telling exam boards or your school about exam information being shared 
• failing to abide by the conditions of supervision designed to maintain the security of the 

examinations or assessments; 
• making a false declaration of authenticity in relation to the authorship of controlled 

assessment, coursework, non-examination assessment or the contents of a portfolio 
• the inclusion of inappropriate, offensive, obscene, homophobic, transphobic, racist or sexist 

material in scripts, controlled assessments, coursework, non-examination assessments or 
portfolios; 

• impersonation: pretending to be someone else, arranging for another person to take one’s 
place in an examination or an assessment; 

• supporting or encouraging malpractice on the part of other candidates 

 

Depending on the severity of the offence, the sanctions will be anything from a warning, loss of 
marks for a section / component / unit or disqualification from the unit / qualification / all 
qualifications taken in the exam series. You may also be barred from entering any type of 
examination for a set period of time.  

 

Personal data 

The awarding bodies collect information about students entered for exams. To understand what 
information is collected and how it is used, you must read JCQ - Information for Candidates: Privacy 
Notice 

 

Copyright 

The copyright of any work created by a student that is submitted to an awarding body for 
assessment (referred to as Assessment Materials) belongs to the student. By submitting this work, a 
student is granting the awarding body a non-exclusive, royalty-free licence to use their assessment 
materials (referred to as Assessment Licence). If a student wishes to terminate the awarding body’s 
rights for anything other than assessing his/her work, the awarding body must be notified by the 
centre and it is at the discretion of the awarding body whether or not to terminate such rights. 

 

Coursework assessments/non-examination assessments 

• Coursework relates to AQA Applied General qualifications, OCR Cambridge Nationals and 
Project qualifications  

• Non-examination assessment (NEA) relates to reformed GCE & GCSE specifications 

https://www.jcq.org.uk/wp-content/uploads/2021/09/Information-for-candidates-Privacy-Notice_21-22.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/09/Information-for-candidates-Privacy-Notice_21-22.pdf
http://www.jcq.org.uk/exams-office/coursework
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The relevant subject teachers will notify students of any coursework or NEA that is required as part 
of their course, when these will take place and how they will be marked. You must meet the 
deadlines that your teacher gives you. Remember – your teachers are there to guide you. Although 
they cannot give you direct assistance, they can help you to sort out any problems before it is too 
late. 

 

When you submit any coursework for marking, you will be asked to sign an authentication statement 
confirming that you have read and followed the relevant regulations. If there is anything that you do 
not understand, you must ask your teacher. The regulations state that: 

• the work which you submit for assessment must be your own 

• you must not copy from someone else or allow another candidate to copy from you 

 

Coursework and NEA provide you with an opportunity to do some independent research into a topic. 
The research you do will involve looking for information in published sources such as textbooks, 
encyclopedias, journals, TV, radio and on the internet. Using information from published sources 
(including the internet) as the basis for your coursework is a good way to demonstrate your 
knowledge and understanding of a subject. You must take care how you use this material though – 
you cannot copy it and claim it as your own work.  

 

You must read the JCQ documents below if you are undertaking qualifications that 
contain elements of coursework assessment and/or non-examination assessments. 

  

JCQ - Information for Candidates: Coursework 

JCQ - Information for Candidates: Non Examination Assessments  

 

Written timetabled exams 

By February half term, all students that are being entered for external exams that summer will 
receive a student statement of entry (to check that personal details and exam entries are correct). If 
this is incorrect, students must speak to their tutor, relevant subject teacher or the Exams Officer as 
soon as possible. 

 

After Easter, students will receive their individual student exam timetable which includes date, time, 
room and seat for all exams. At this point, students will also receive a hard copy of JCQ - 
Information for Candidates: Written Exams 

  

Students must be familiar with the relevant JCQ notices and information relating to written exams. 
These are shown in the appendices of this document. 

 

Contingency day - Summer 2023  

In the event of national disruption to a day of examinations in summer 2023, the awarding bodies 
will reschedule the affected exams on a date up to late June 2023. Students must be available for 
exams up to and including this date. The contingency date will be confirmed by JCQ shortly. 

https://www.jcq.org.uk/wp-content/uploads/2022/08/IFC-Coursework_Assessments_2022_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/IFC-NE_Assessments_2022_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/IFC-Written_Examinations_2022_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/IFC-Written_Examinations_2022_FINAL.pdf
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What to do if you identify you have two or more exam papers timetabled at the same time 
(a timetable clash) 

If you have two or more exam papers timetabled at the same time (a timetable clash) this will be 
discussed with you before or when you are given your exam timetable to ensure you are aware of 
the situation and rules.   

If the total time is less than 3 hours, you will do one exam, have a short break in the exam room (up 
to 20 minutes) under exam conditions and then do your second exam.  

If the total time is more than 3 hours, you will do one exam in the morning and one in the 
afternoon. You must be under centre supervision between exams. This means that a member of 
centre staff, or an invigilator, will always be in the same room as you. You may revise using your 
own resources whilst under centre supervision between examinations but must not be in possession 
of an electronic communication/storage device or have access to the internet, have contact with any 
candidate who has sat the examination or be coached by a member of centre staff. Alternatively you 
may wish to do one exam, have a short break in the exam room (up to 20 minutes) under exam 
conditions and then do your second exam.   

 

Where you will take your exams 

The Sports Hall accommodates over 100 students so most students will sit their exams there.  

 

The following groups of students will sit their exams elsewhere: 

• Students entitled to a Reader or Scribe – classroom for mocks and smaller exams, Gym for 
GCSE Maths, English and Science. 

• Students entitled to extra time - classroom 
• Students entitled to be in a smaller room due to severe anxiety or other medical issues - 

classroom 
• Students entitled to use a word processor – IT room for most exams, classroom (with a 

laptop) for smaller exams 
• All Y12 and Y13 students - classroom 

 

What time your exams will start  

Morning exams will usually start at 8:50am. Depending on the duration of afternoon exams, they will 
start between 1:00pm and 1:30pm. Unfortunately for longer afternoon A Level exams (2 hours plus) 
you may need to stay in school beyond 3:00pm.  

 

It is important to check the start time on your timetable and to wait outside the exam room 10 
minutes before the start time. Students sitting exams in the Sports Hall and Gym must wait in the 
Bistro where a member of staff will call them up to the Sports Hall. 

 

Supervision during your exams 

Exams are supervised by a team of external invigilators. These invigilators supervise mock exams so 
students will be familiar with them. Invigilators must follow strict rules and regulations when 
conducting exams as directed by JCQ and the awarding bodies.  
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You must respect invigilators and follow their instructions.  

 

If you are entitled to have a Reader or Scribe, an invigilator will do this for you. 

 

Exam room conditions 

You cannot enter the exam room until an invigilator calls you in. You will be called in one row at a 
time. You must sit at the right desk and await further instructions. Your ID card will be on your desk.  

 

You are under formal exam conditions as soon as you enter the exam room until the point when you 
leave. This means you must not talk to, attempt to communicate with or disturb other students once 
they have entered the examination room.  

 

You must listen to and follow the instructions of the invigilator at all times in the exam room.  

 

The exam details will be clearly on display on either the projector screen or a poster. This will 
include the centre number (66639), subject title, paper number; the actual starting and finishing 
times, and date, of the exam.  

 

When the invigilator tells you to, please complete the front section of your answer books using your 
legal name, candidate number, centre number etc. This must not be done until the invigilator 
instructs you to. You cannot open the question paper until the invigilator tells you to. 

 

If you run out of room in the answer booklet provided, please put your hand up and invigilator will 
give you additional answer sheets. These are specific to each exam board and regular lined A4 
sheets of paper must not be used.   

 

Please go to the toilet before the exam. If you need to go to the toilet during the exam please put 
up your hand and an invigilator will escort you to the toilet.  

 

Where you will sit in the exam room 

In the Sports Hall, Gym or classroom students will be sat at individual desks facing the front.  

 

In the Gym, students will be spread out so communication between the invigilator and their reader / 
scribe cannot be overheard.  

 

In an IT room, where possible there will be at least one unused computer between you and the next 
student. If this cannot be done, dividing screens will be used.  

 

How your identity is confirmed in the exam room 

There will be an ID card on your desk so it is important that you sit at the right desk. This shows 
your legal name and 4 digit exam/candidate number. 
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Please do not write on it as it will be re-used for your other exams. You must leave the card on your 
desk and the invigilators will collect it after the exam. 

 

BTEC exams have different cards. 

 

Leaving the exam early 

For morning exams, students cannot leave the exam room until 10:00am and for afternoon exams, 
this is 2:30pm. It is classed as malpractice if you leave before these times so the exam board will be 
notified and you may be penalised. 

 

Even if you think you are finished, you should stay until the end of the exam as you may wish to 
write more. If you are allowed to leave the examination room before the end of the exam you must 
hand in your script, question paper and any other material before you leave the examination room. 
You will not be allowed back into the room. 

 

At the end of the exam 

At the end of the exam the invigilators will tell you to stop working and remind you that you are still 
under exam conditions. You will not get a 5 minute warning.  

 

You must close your question and answer booklets and make sure your name and candidate/exam 
number is on the front of your answer booklet(s). If you have used any additional answer sheets you 
must make sure you have put your details on the front and put these inside your answer booklet. 

 

You must leave the room in silence as there may be late arrivals or extra time students still working 
in your exam room or students doing exams in nearby rooms.  

 

What equipment you need to bring to your exams 

You will need a black ink or ball point pen (and a spare) for every exam. 

 

For some exams you will need a calculator, a clear ruler, protractor, compass, pencil and eraser. You 
may also wish to use a highlighter but please note this can only be used to highlight parts of a 
question and you cannot use it in your answers.  

 

If your bring your equipment in a pencil case it has to be completely clear. Resources have suitable 
pencil cases available to buy for £1. These include pencil, compass, protractor, ruler, pencil 
sharpener and eraser.  

 

We do have some spare stationery in each exam room but these are limited so please bring your 
own. 
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Using calculators 

You must be aware of JCQ awarding body instructions regarding the use of calculators in your 
exams: 

 

If your calculator has a lid then this must be removed and placed under your desk.  

 

What you should not bring into the exam room 

You should not bring any of the following into an exam room: 

• Mobile phone 
• Watch / Smart Watch / Fitness Tracker (this includes analogue and digital watches) 
• MP3/MP4 players 
• Headphones / Earpods etc 
• Any other potential technological / web enabled sources of information 

 

If possible, please do not bring any of the above to school on an exam day. If you do bring them 
into school they must be switched off and put in your bag before you enter the exam room. Before 
the exam starts the invigilator will ask you to check your pockets for phones and other unauthorised 
items and this is your last chance to hand them in.  

 

Your pockets should be empty – even your timetable in your pocket will count as an unauthorised 
item. 
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If you are caught with unauthorised items on you after this point (even if you do not 
intend to use them) then this counts as malpractice and you will face sanctions from 
both the school and exam board.  

 

Food and drink in exam rooms 

You may bring in water in a clear bottle with no labels or writing. This must be kept under your 
desk. If your bottle does not meet JCQ regulations it must be left outside the exam room.  

 

We do not allow squash or other drinks in case of spillage.  

 

Food is not permitted unless you have a medical condition and the SENCo has approved that you 
can bring food into the exam room. 

 

What you should wear for your exams 

You must wear school uniform for your exams. Coats cannot be worn during Summer exams. 

 

Where your personal belongings will be stored during your exam 

If you are doing your exam in the Sports Hall your bag and coat will be left in the corridor next to 
the Sports Hall.  

 

If you are in a classroom or IT room then your bag and coat will either be left in the corridor or the 
front of the room. The invigilators will tell you where to leave your belongings.  

 

If you hand your watch or phone etc to an invigilator before the exam starts these will be placed on 
their table at the front of the exam room. It is your responsibility to collect your belongings when the 
exam has finished and we cannot be held responsible for any missing items.  

 

What to do if you arrive late for your exam 

You must make every effort to arrive on time for each exam.  

 

If you arrive at school after the start of the exam please go straight to Reception. The Receptionist 
will contact Mrs Graham or the duty teacher who will escort you to your exam room. You will still get 
the full amount of time for the exam.  

 

If you arrive after 10am for a morning exam or 2:30pm for an afternoon exam your exam paper will 
still be sent to the exam board but we will need to send them a Very Late Arrival report and they 
may decide not to mark it. Therefore, it is important to arrive on time. 

 

If you are going to be late you must notify Mrs Graham as soon as possible (07732 800901). 
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Candidates who are late more than once will be dealt with by a member of the Senior Leadership 
Team.  

 

If you arrive after the exam has finished you will not be allowed to sit the exam. 

 

What to do if you are unwell on the day of your exam 

If you feel unwell on the day of an exam then please contact Mrs Graham by 8am to discuss your 
options. We may be able to move you to a seat near a door or window or move you to a smaller 
room to enable you to attend. Unless you are extremely ill, it will be in your best interests to attend. 

 

If you feel unwell during an exam please notify an invigilator.   

 

Special consideration 

Special consideration is given to a student who has temporarily experienced illness, injury, recent 
domestic crisis or some other event outside of their control at the time of the assessment. Decisions 
are made by the exam board and the alteration of marks depends on the severity of the reason for 
the disadvantage and the date of the incident in relation to the exam. 

 

If you are absent for a genuine, legitimate reason we may be able to apply for special consideration 
for you so you will not be disadvantaged. If the reason is illness or injury, you will need to provide 
evidence (e.g. a doctor’s note) within 7 days of the exam so the request can be submitted to the 
relevant exam boards. For GCSEs and A Levels you need to have completed at least 25% of the 
assessment (usually 1 paper) in order to be eligible for special consideration. 

 

If you attend the exam but are disadvantaged due to illness, injury, recent domestic crisis or some 
other event outside of your control at the time of the assessment then you may receive an allowance 
of 1-5% on each affected paper. This is at the discretion of the awarding bodies. 

 

What happens if you have an unauthorised absence from your exam 

Externally set exams cannot be re-arranged so you must attend unless there is a legitimate reason 
for your absence. 

 

Unauthorised absence for exams includes: 

• Truancy 

• Domestic events (e.g moving house, holidays, attending a wedding)  
• Consequences of committing a crime (unless there are no charges, the charge is dropped or 

the student is found not guilty),  
• Consequences of taking alcohol or drugs 
• Non-emergency medical appointments 

• Driving tests 
• Religious holidays 

 

You will receive a 0 for any paper missed due to unauthorised absence. You would not qualify for 
special consideration. 
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If you have unauthorised absences for all exams for a subject you will be charged the entry fee for 
that subject. 

 

What happens in the event of an emergency in the exam room 

If there is an emergency, please follow the invigilator’s instructions.  

 

If the room needs to be evacuated: 

• You must stop writing and close your answer booklet. If you are using a computer you must 
click save.  

• You must stay silent and follow the invigilators to the Redgra. One invigilator will lead the 
way and another will be at the back to ensure all students are accounted for.  

• Do not line up with your tutor group. You must stay in seating order with the other 
students in your exam room and be well spaced from one another. 

• You are under exam conditions the whole time so you must not talk to, attempt to 
communicate with or disturb other students. 

• When you return to the exam room you must wait for the invigilator to restart the exam. You 
will receive the full amount of time for the exam. 

• Mrs Graham will submit a report to the exam board and apply for special consideration. 

 

Students with access arrangements/reasonable adjustments 

The Exams Officer works closely with the SENCo to ensure students that are entitled to access 
arrangements or reasonable adjustments have these implemented for exams.  

 

Students that are entitled to extra time, a reader, scribe or a word processor for their exams will be 
in a classroom. They will not be in the Sports Hall. Prior to the first formal mocks they will be given a 
guide to access arrangements which explains what they are entitled to and what they can expect in 
an exam. Testing for access arrangements takes place throughout the year and is based on 
recommendations from teachers.  

 

These access arrangements don’t apply for all exams. For example students can’t use a word 
processor for Maths exams and some may not use one for Science or MFL as it’s often easier to hand 
write responses. Unless extra time is awarded for a physical disability, extra time can’t be used for 
exams testing a practical skill such as cooking, dance or art. A Reader can’t be used for exams 
testing reading. A Reader or Scribe can only read and write answers in English for MFL exams. 

 

A student may be entitled to be in a smaller room if they are undergoing support from CAMHS or a 
psychiatrist or if they have other difficulties, for whom we consider invigilation in a smaller room or 
specific seating arrangements to be an appropriate and reasonable adjustment. Students entitled to 
be in a smaller room for their exams will be in a classroom. The SENCo will confirm if you are 
entitled to be in a smaller room for exams. 

 

Results 

Results days for 2023 are as follows: 

Thursday 17 August – A/AS Level and Level 3 qualifications 
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Thursday 24 August – GCSE and Level 2 qualifications 

 

Y11 and Y13 students will be able to collect their results from school. Details will be provided in the 
summer. Members of staff will be present to deal with any immediate queries or concerns.  

 

Any results not collected will be emailed to student Clarendon email addresses and posted 2nd class 
to their home address. Alternatively if you would like someone to collect your results on your behalf 
please complete the form at Appendix 3 and return to Mrs Graham by the last day of term 6. 

 

Results for Y10, Y12 and GCSE resit papers will be emailed to student’s Clarendon email addresses  
and students will be given a paper copy of their results when they return to school in September.  

 

Post-results services 

We support the right of students to enquire about a result where it does not meet reasonable 
expectations and to appeal against the outcome of that enquiry.  

 

There are four EAR services available: 

1. Clerical checks 

2. Review of original marking 

3. Review of original moderation 

4. Access to scripts 

 

You will need to complete and sign a form to give your consent for clerical checks and post-results 
reviews of marking, as with these services candidates’ marks and subject grades may be 
lowered. 

 

Forms to apply for post results services will be available on results day.  

 

Certificates 

Certificates will be available to collect from Clarendon Academy in the last week of term 2.  

 

If you are unable to collect your certificates in person, please complete the form at Appendix 3 and 
return it to Mrs Graham.  

 

We will keep your certificates for 12 months after we have received them. If these are not collected, 
they are securely destroyed. if you do not collect or you lose your certificates you will need to 
purchase replacements from the exam board which will cost you around £50 for each certificate,. 
You must look after your certificates as you will need them in the future as evidence of your 
qualifications for employers or education providers. 
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Internal appeals procedures 

Certain GCSE, GCE and other qualifications contain components of non-examination assessment (or 
units of coursework) which are internally assessed (marked) by your teachers and internally 
standardised. The marks awarded which contribute to the final grade of the qualification are then 
submitted by the deadline set by the awarding body for external moderation. 

 

On being informed of their centre assessed marks, if a student believes that the above procedures 
were not followed in relation to the marking of his/her work, or that the assessor has not properly 
applied the mark scheme to his/her marking, then he/she may make use of the appeals procedure to 
consider whether to request a review of the centre’s marking. 

 

Clarendon Academy will 

1. ensure that students are informed of their centre assessed marks so that they may request a 
review of the centre’s marking before marks are submitted to the awarding body.  
 

2. inform students that they will need to explain on what grounds they wish to request a review 
of an internally assessed mark as a review will only focus on the quality of their work in 
meeting the published assessment criteria 
 

3. inform students that they may request copies of materials to assist them in considering 
whether to request a review of the centre’s marking of the assessment. 
 

4. provide a clear deadline for students to submit a request for a review of the centre’s marking. 
Requests will not be accepted after this deadline. Requests must be made in writing to Mr 
Turze within 7 calendar days of receiving copies of the requested materials.  

 

 

Revision Tips 

The most important thing to realise about revision is that simply reading notes (or staring at them) 
isn’t going to work! 

 

You need to make a revision planner so you can organise your time and have notes/books for each 
subject. 

 

Highlight the ideas / points in your notes that are most important. You can’t learn everything – and 
it’s not a good idea to learn things ‘off by heart’. Focus on manageable chunks of information.   

 

Quizzes 

Create quiz questions based on the information you have highlighted. It’s best to do this on revision 
cards. Clearly label the topic at the top of each of your cards.  

Use a mix of short- and long-answer questions.  Organise your quizzes according to subject (e.g. 
Biology, French) and topic (e.g. Photosynthesis, Ma Ville).  
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This strategy will have the greatest impact if you are well-organised. It will not work if you lose the 
quizzes as soon as you have made them!  

Test yourself at spaced intervals: you will increase the amount of information you can recall 
accurately if you test yourself regularly and at different intervals, like this: 

Test 1: 1 day after making quiz.  

Test 2: 3 days after making quiz.  

Test 3: 1 week after making quiz.  

Test 4: 2 weeks after making quiz.. . . And so on! 

Suggestion 1: Work with a friend and develop a quizzing timetable. Test each other at regular 
intervals.  

Suggestion 2: Use a website / app like quizlet.com to create an online quiz.  

 

Mind Maps 

 

Mind maps are a great tool for working out what you already know about a subject and where your 
gaps in knowledge are.  

You can create a mind map for each topic. Use as many keywords as possible – use these as sub-
headings and write down definitions and facts underneath 

You can add diagrams or different colours to help you remember key information 

Don’t try to fit too much information on each mind map 

 

There’s plenty of other revision techniques you can use so speak to your teachers for advice on how 
to revise or try some revision websites like these: 

BBC Bitesize  

Whatuni.com - alternative ways to revise 

CGP Books - Essential Revision Tips 

 

Dealing with Exam Stress 

It is normal to feel a bit worried and stressed about exams. You are not alone, and there are things 
you can do to help: 

How does your body tell you that you’re stressed? 

● Where do you feel the stress in your body? (Head, hands, arms, legs, tummy, chest, heart, 
other) 

● What does the feeling feel like for you? (Hot, cold, stabbing, dull, sore, fluttering, buzzing… 
other) 

Everyone is different. It’s good to know our own personal signs of stress - that way we can spot it 
early and know we need to do something to help ourselves to relax. 

 

Which suggestions might work for you when you feel stressed in the lead up to exams? 

● Deep breaths 
● Exercise / Sport 
● Taking control and making a plan 

https://www.bbc.co.uk/bitesize/articles/zw8qpbk
https://www.whatuni.com/advice/sixth-form-life/21-alternative-ways-to-revise/72112/
https://www.cgpbooks.co.uk/info/exams-or-demon-fighting/essential-revision-tips
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● Talking to someone (a friend, family member, teacher etc) 
● Laugh at something 
● Get into nature or relax with a pet 
● Distract yourself 
● Do something creative 

 

When you are sitting in the exam room it may be hard to use some of your techniques. However you 
can try the following 

● Deep breaths, especially with long, slow exhales. Try breathing in for a count of 4, hold it in 
for 7, and exhale for 8 

● Speak kindly to yourself in your head - ‘I can do this’, ‘I am a good person’, ‘I am doing fine’ 
● Remind yourself that you are in control, you are well prepared, you can do it 
● Make yourself smile. Think of a happy time. 
● Think of a safe, relaxing space in nature - a desert island, the ocean, a rainforest - let your 

mind take you there for a couple of minutes to calm yourself down.  
● Think of your pets - if they could talk to you - what would they say right now? 
● Focus on right now - Instead of worrying about the future, try to focus on doing the question 

in front of you, right now. 

 

There’s a wide range of resources available online to help you (and your parents / carers) deal with 
exam related anxiety and stress. These include:  

Young Minds - exam stress  

GOV - coping with exam pressure  

NHS - help your child beat exam stress 

  

https://www.youngminds.org.uk/young-person/coping-with-life/exam-stress/
https://www.gov.uk/government/publications/coping-with-exam-pressure-a-guide-for-students/coping-with-exam-pressure-a-guide-for-students
https://www.nhs.uk/mental-health/children-and-young-adults/advice-for-parents/help-your-child-beat-exam-stress/
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Appendix 1 

JCQ Information for Students – social media 

You must read this information to help you stay within examination/assessment regulations when 
using social media.  
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Appendix 2 

JCQ Warning to Students poster 

This poster will be displayed outside each exam room. You must note all the warnings. 
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Appendix 3 

Results and Certificate Collection 
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Appendix 4 

JCQ Unauthorised Items Poster 

 


